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Promotion Board Checklist 

 

Ensure iPERMS contains the following documents: 
 

NCOERs – Most current NCOER in iPERMS 
 - No gaps in rating periods 
 - 3 years of evaluations available  
      *Some Soldiers may only have 1 or 2 evaluations 
 

DA 705 (DA 5500 / DA 5501 if applicable) 
 - Within 14 months of board for Traditional Soldiers 
 - Within 8 months of board for AGR Soldiers 
 - Six required for AGR Soldiers (3 years) 
 - Three required for Traditional Soldiers (3 years) 
 

AGO 11-62 (Ht/Wt Verification) or DA 5500/5501 
 - Completed within 180 days of the board 
 

Verify Security Clearance 
 

Award Documents 
 

DA Photo updated per regulatory guidance 
 - Required for SSG and above 
   - Updated within 60 days of promotion 
 - Updated every fifth year 
 - Updated when awarded an ARCOM or above 
 

Soldier Record Brief (SRB)  
 

NGB Form 4100-1A-R-E for Decentralized board 
 

NGB Form 4100-1B-R-E for Centralized board 
 

KYNGR 4100 (B) reviewed and signed 
 

DA Form 4187 to change CPMOS (if applicable) 
 

Memo to the President of the Board (from Soldier)  
 - Soldier addresses deficiencies with packet 
        (i.e. missing NCOER; Ht/Wt data; APFT info, etc.) 
 

Annual Board Dates 
 August: E4 to E5 Decentralized Board 
 September: E6 to E9 Centralized Board 
 

* Reference the EPS MOI for applicable dates and details 

Responsibilities 
 

Soldiers: Review personnel records prior to packet 
submission.  If any uncorrectable errors are identified, sub-
mit a formal memorandum to the president of the promotion 
board explaining discrepancies.  Soldiers may also write to 
the president of the promotion board to provide information 
calling attention to any matter concerning themselves which 
they feel is important to their consideration.   
 
First Line Leaders: Ensure all Soldiers subject to this 
board are fully informed of the eligibility, evaluation, selec-
tion and assignment criteria.  First Line Leaders will discuss 
declination options and consequences.  Leaders at all lev-
els must ensure Soldiers are kept informed of current as-
signment policies and procedures as they may evolve dur-
ing transformation of our force.  
 
Unit Leadership: Verify and explain election options to 
Soldiers by grade.  Commanders must elect recommended 
or non-recommended, then sign and date the appropriate 
documents.  If a Soldier is non-recommended the support-
ing documents must be forwarded with packet to higher 
echelons.  Commanders are encouraged to recommend 
only the best qualified Soldiers for promotion.   
 
 

 


